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Application for Employment

	Name:
	

	Position you are applying for:
	


Other than your personal statement, which may be typed and enclosed separately, the application form should be completed in your own handwriting, using black ink. If you are unable to do this then please contact us for advice.

STOCKDALES
34 Harboro Road

Sale

Cheshire

M33 5AH

Telephone & Fax: 0161 973 2296

E-mail: enquiries@stockdales.org.uk
Website: www.stockdales.org.uk
Registered Charity No 509053

The information provided within this application may be used for statistical analysis and to obtain references from past and present employers. Unsuccessful applications will be destroyed after 6 months.

Interviews.

Short listed applicants will be asked to provide the following at interview:

· Relevant qualification certificates or evidence of training courses attended

· Proof of your right to work in the UK to comply with Sections 15 to 25 of the Immigration, Asylum and Nationality Act 2006

· Driving Licence (if applicable).

· Evidence of Registration with the ISA from November 2010

Proof of identity and current address by providing:

· Passport 

· Photo Driving Licence (plus paper copy)

· Birth Certificate

· Two recent Utility bills from different providers e.g. gas, electric, telephone or bank statements

ISA Registration

From July 2010 all new employees, those moving jobs and volunteers who want to work with children and vulnerable adults can register with the ISA, from November 2010, all new employees and volunteers must register before they start work. Until you have registered (and it is your responsibility to do this) you cannot legally be employed.

Criminal Records Check
With employment by Stockdales bringing you into contact with children and vulnerable young people/adults any offer of employment is subject to an Enhanced Criminal Records check that is satisfactory to Stockdales. We will carry this out by asking successful candidates to complete a Disclosure application form, which is then forwarded on to the Criminal Records Bureau. The above forms of identification will be required to carry out this process. Stockdales will meet the cost of this check.

Please note that all convictions, pending prosecutions, cautions, reprimands, bindovers and warnings, which come into effect after starting work at Stockdales must be notified immediately to the appropriate Senior Manager.
Offers of Employment

All offers of employment will be subject to the receipt of references that are satisfactory to Stockdales, one of which must be from your current employer. Please note that references from your partner or members of your family are not acceptable. Stockdales reserves the right to take up references in respect of previous employment, paid or unpaid without further notification to you.

Please note if we do not contact you within 4/6 weeks after the date on which you submitted your application then you have not been short listed for interview.

All applications are, however kept on file for 6 months and may be considered for future vacancies as and when they occur.

In the meantime, may we take this opportunity to thank you for your application and your interest in Stockdales.

IS IT IMPORTANT THAT YOU READ ALL THESE NOTES BEFORE COMPLETING YOUR APPLICATION FORM.

First of all read the job description and personal specification carefully these are enclosed with your application form.

The job description tells you what the person getting the job will be expected to do and the personal specification tells you the skills, knowledge and experience a person will need to have to be able to do the job. The person specification is divided up to show which attributes are essential and which are desirable.

Making use of the personal specification. When completing the ‘statement of suitability’ section, use the person specification to help you pick out the relevant aspects of your experience, skills and knowledge. The short-listing panel will be looking for evidence in your application from that you match each of the criteria on the person specification. It is important that you use these examples in your application to show clearly how you meet the essential and desirable criteria.

The best way to show that you match a particular criteria is to give examples which you feel will demonstrate that you have the knowledge, skills and experience listed on the person specification. Examples do not need to be from work experience and can be from other areas of your life.

COMPLETING YOUR APPLICATION FORM

· It may be useful to complete a rough draft first

· Please complete your application form clearly in black ink or type it as it may be photocopied.

· Take care to complete all sections in the application form, if you think some sections do not apply to you then write N/A in the section provided for your answer.

· When completing the  ‘statement of suitability’ section in the application form, ensure that you use the person specification.

· Before returning your application form check that you have completed all the sections fully, put your name on any additional sheets and signed the form

· You must make sure that your application form reaches us by the closing date. Please note CVs will not be accepted as an alternative and incomplete application forms will not be accepted.

It is important that you include all the relevant information on your application form. The selection panel will not be able to make assumptions about your ability based on their (or anyone else’s ) knowledge of you. This applies particularly to internal applications.

PRESENT EMPLOYMENT DETAILS

You must tell us on the application form if you have another job which you will not be giving up if you start work in the job you are applying for.

Private and Confidential
Please complete this section of the form using CAPITAL LETTERS in your own handwriting in black ink

1. Personal details
	Surname:
	Mr/Mrs/Miss/Ms/Dr etc

	Forename(s):
	

	If known by any other name please give details:
	

	Address:
	Telephone No (Home):

	
	Mobile No:

	
	Work No:

	
	Email address:

	N.I Number:
	May we telephone you at work?  YES/NO

	
	

	Do You have a current driving licence? YES/NO
	Do you have your own transport? YES/No

	
	

	Dates NOT available for interview:
	


2. Referees

All offers of employment are subject to receipt of written references.  Please provide details of three referees, one of whom must be your present or most recent employer (this should be your manager/supervisor).  If you have not been in employment then academic references are required.  

	Name:
	Referee 1

Current/Most Recent  Employer


	Referee 2


	Referee 3



	Relationship to Applicant 


	
	
	

	Company 


	
	
	

	Address

Post Code:

Telephone Number
	
	
	


May we contact your referees prior to job offer?    Ref 1 YES/NO   Ref 2: YES/NO   Ref 3: YES/NO

3. Education and Training
Please list the schools that you attended and your qualifications in reverse order, starting with the most recent first.  Also include any training that you have received which did not lead to a qualification but which you feel is relevant to the post.
Professional Qualifications 

	Date Obtained

Month/Year
	Place of study & address
	Examinations taken & grades



	
	Please continue on a separate sheet if necessary
	


Other Qualifications

Please give details of any other qualifications obtained or relevant courses attended

	Date Obtained Include month and years started and finished 


	Place of study & address
	Examinations taken & grades




NB: If short listed for interview, please bring original copies of any certificates relating to post school or vocational qualifications.

4. Work Experience.

Please give details of your current or most recent employment:
	From/To

Month/Year 


	Employer’s name, address and telephone No
	Job title, main responsibilities 


	Salary


If currently employed how much notice are you required to give?:…………………………………. (weeks)
5. Employment History

           N.B. WORK HISTORY TO START WITH MONTH AND YEAR OF LEAVING SCHOOL OR COLLEGE


     AND ANY GAPS IN EMPLOYMENT OR EDUCATION MUST BE EXPLAINED


	From:

mm     yy
	To

mm    yy
	Name and address of Employer
	Position Held
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	 Comments: 


6. Statement of Suitability

	Please use this section to describe how you meet the criteria for the job as set out in the Person Specification.

This may have been gained from your current or previous jobs, temporary or voluntary work or personal experience.  Please give specific examples wherever possible.

Please continue on a separate sheet(s) if necessary




7. Hobbies and main interests
	Please give brief details of any hobbies or interests that you have:




8. General Information

Will you agree to undergo a medical examination if required?
YES/NO


Do you know or are you related to any employees of Stockdales?
YES/NO


If yes, please state whom and the relationship:…………………………………………………………………

Disability & Discrimination Act 1995:

Please indicate any reasonable adjustments that you may need (due to any physical and/or mental impairment) to the recruitment and selection process or to the job you are applying for,  (Disability & Discrimination Act 1995)

………………………………………………………………………………………………………………..

………………………………………………………………………………………………………………

Disclosure:

If your application is successful, you will be required to apply to the Criminal Records Bureau for an Enhanced Level Disclosure (Police Check), which will be paid for by Stockdales.  All applicants who are offered employment will be subject to this Criminal Records Check before their appointment is confirmed.  This check will include details of cautions, reprimands or final warnings, as well as convictions.
I understand that if my application is successful, I will be required to apply for an Enhanced Level Disclosure and agree to present Stockdales with the part completed Disclosure application to countersign and complete:

SIGNATURE: ……………………………………………
DATE: ………………………………….

Declaration of Criminal Offences:

All convictions current or spent including fines and driving convictions (not parking fines) must be declared.  (A spent conviction means the specified period for rehabilitation as deemed by the courts has been achieved, and would therefore not be disclosed under the provision of the Rehabilitation and Offenders Act).  However, this post is considered exempt from the provisions of the Rehabilitation & Offenders Act concerning spent convictions.  If you do not have any convictions please state None.  However, if you do not disclose ALL criminal records (including spent ones) and are appointed, summary dismissal may follow.

Please note, Stockdales will take criminal records into account only where the conviction is relevant.  Having a conviction/caution/warning/reprimand will NOT automatically bar you from employment.  This will depend on the circumstances and background to your offence(s).

Do you have/or have your ever had any criminal conviction(s), caution(s),warning(s) and/or reprimand(s)


YES  
NO


If yes please give details below:

………………………………………………………………………………………………………………

SIGNATURE: ……………………………………………
DATE: …………………………………..

Immigration, Asylum and Nationality Act 2006

Stockdales are committed to working with the Government to tackle and prevent illegal migrant working in the United Kingdom

It is company policy that, in accordance with the Immigration, Asylum and Nationality Act 2006, all staff who commence work with Stockdales will have to produce original identity documents and proof of their eligibility to work in the United Kingdom.

In all instances the information will be recorded on personnel records and may be checked and shared with the Home Office.  These records will be checked for veracity and currency throughout any period of employment at Stockdales discretion.

I certify that the information I have given in this form is correct to the best of my knowledge.  I consent to Stockdales checking any information that I am unable to verify personally, where an offer of employment is being considered.  This information will be held for a minimum of one year and by signing this form I give my consent to Stockdales to process it under the Data Protection Act.

SIGNATURE: ……………………………………………
DATE: …………………………………..













Date Application Received:
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